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4. Requesting Agency

DSPARTH&fT OF MENTAL HKIliBB

2. Division or Bureau of Requesting Agency

DIRECTOR OF PERSOHHBL

3. Authorization Requested (Check only one of the squares below).

pated

Dispose of present accumulation. No
additional accumulation is antici-

Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
me period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendotion
of Hall of Records
and Board of Public
Works.

1. CI/JSSIFICATIOH FOIOSRS

Sizes 6£« x 11*
Dates: 1955 - - <
Quantltgrj 1 drawer (2 cubic feet)
File Arrangeraanti By program and therein by position

This file contains position descriptions and specifications and ocrres •
pondence with the Ccaonissicner of Personnel concerning individual posl •
ticns in the Central Office and Jfental Institutions. Other records
filed in each folder include Application for State Enployaant (SEC 101
Central Office meases aut-iorizing personnel to bo hired* copies of let-
ters sent to prospective applicants by the Ccsanissioner of Personnel*
Records basic to classification actions are maintained by the Ccsmds-
sloner of Porsoanol. The material In the classification Folder file
is filed for Information purposes only.

RBCOJSESDATIOHi R3TAIH VEilLE POSITIDN IS IK EFFECT. DSSTROT MATKRIAI
REUTITXJ TO ANT POSITION WTilCH B29COHBS 0B30IETE FGB
R&ASCSiS OTHER fHAH A CHAOTE IN TITI£, PROVIDED XBiff
THE R£C(^DS ARS AT XSAS7 TUBES YEARS OU).

CO

UJ O

or o£

°-§

7. Agency, Division or Bureau Representative
~ ' Chief, Division of Administration

^to^^u £>s*S and Finance 12/5/1960
Signature Title Date

^Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission. '

12/7/1560
Date Archivist Vy

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

DEC 1 % 196C / J / y / v

Date Secretory
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4.
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tem
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

A,

B.

3.

Size* 8§» x XL*
Datest 1555 - -
Quantity* 2 drawer* (It cubic feet)
File Arrangements By institution and therein by

of individual or type of record

This file is concerned with supervision of institutional personnel
management by toe Director of Personnel, It includes correspondence,

mSTITOTIOllAL CORRESPONDENCE FUJE (MEDICAL FILE)

reports, and records pertaining to applicants, active and former
employees* and general personnel matters. Correspondence with
hospital superintendents and personnel managers is concerned vith
applicants for institutional professional positions} correspondence
with Î ie Commissioner of Personnel relates to such natters as sal-
aries and promotions f other dategorles of correspondence consist
of case folders relating to disciplinary suspensions, inquiries
from prospective position applicants, actual applicants, and sep-
arated doctors* Reports In the file include Position Vacancy Reparti
(DHH 125, bi-weekly from institutions to Central Of flee) and Labor
Turnover Reports (Dlffl l;02 and U03# monthly, covering appointments anc
terminations)*

RBCOMMENDATIClNr

RECOMMENDATIONS

RETAIN RECORDS OF SEPARATED EMPLOYEES FOR FIVE TEARS
AFTER TERMINATION OF EMPLOYMENT AHD THEH DESTROY.

RETAIN ALL OTHER MATERIAL FOR THREE YEARS AND THEH
DESTROY. RETAIN POSITION VACANCY AND LABOR TURK-
OVER REPORTS FOR CHE YEAR IN OFFICE. THEH TRANSFER
TO RECORD CENTER AND RETAIN THERE FOR TWO ADDITIOHAlJ
YEARS. THEN DESTROY*

GENERAL FILE (ALL HOSPITALS) , >

Sizet 8§« x 11°
Dates: 1950 - - i
Quantity! 1 drawer (2 cubic feet) i
File Arrangement j By institution and therein by /f

subject or type of record...

The General File contains various categories of data required for
information purposes, preparation of personnel statistics, and bud-
get formnlatlon* These categories consist primarily of correspon-
dence on such subjects as overtiae, sick leave, budget, hours of
work, ratios of institutiohal staff to patient population, position
ra^1anPiflff«'t1ftnfl (including form SEC 138, Request for Reclassifica-
tion of Position; form SEC 12U, Classification Questionnaire), train-
ing, uniforms, separation statistics, program development, and gen-
sral personnel policies.

RECOMMENDATION: RETAIN PERMANENTLY ALL RECORDS PERTAINING TO PR0QRA1
DEVELOPMENT AND POLICY FOHMDUfflON. RETAIN ALL OTHER MATERIA

G3P.
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4.mem

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

h. INFORMATION FILE (PERSONNEL RECORDS—Central Office)

Sizex 8|" x 11°
Dateat 1550 - -
Quantity* 1 drawer (2 cubic feet)
File Arrangement* Alphabetical by subject or type of -

record,

This is an Information file on Central Office personnel matters
such as salary surveys and disciplinary actions* Correspondence
in this file is largely with the Commissioner of Personnel and
relates to recruiting and classification actions on individual
positions in the Central Office. The file also contains ease fold-
ers on current and fanner employees of the Central Office* Each
folder includes the following records!

Application for Employment (SEC 101)
New, Appointment Reports (BMH 875)
Correspondence with Commissioner of Personnel
Notifications of end of probationary period

RECOHHENDATIOHj RETAIN RECORDS OF INDIVIDUAL EMPLOYEES UNTIL SEP-
• ARATION AND FOR FIVE TEARS THEREAFTER. THEN DESTROY

RETAIN ALL OTHER MATERIAL FOR FIVE TEARS AND THEN
DESTROTe
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